FAEEMZEFE LR oy | CFAY-FR-19-16
BEHTA:
VACANCY ANNOUNCEMENT Closing Dt 9 May 16
#17H:
Date of Issue 18 Apr 16
LEAB% Jobtitle (FF4k Grade 3 /EFFMLD 2 ) S5 AN | 4. FEEE Area of Consideration
No. of I KB MLCIHAGERE (ERRKM)

Recruitment Current MLC/IHA Employee within Activity

1. X 3] MLC/IHA it : B (GREIEM)
Clerk, #0050 Current MLC/IHA Employee in commuting distance

14 |10 BEMLCIHAREE(RERRE)
Current MLC/IHA Employee Japan Wide
S E (] &aeR WESES (EER IV. [X] #+&B Off Base Applicant
Administrative Blue Collar Trade  Security Medical
2.308B% Activity
Commander Fleet Activities, Yokosuka
Fleet Readiness Department 5. A DFELE Type of Employment
Child & Youth Program Division L] MLC
Yokosuka CDC ANNEX Branch (1788 & 25 ERIEE) DJ 1HA LI HPT

e
Eh#I3BAT Working Place: : #7382 ™ SABT Tomari-cho, Yokosuka DJ % Permanent

3. Eh MRS work Schedule (B_ 40  FEFRSIHI hraw ) ] BRFE Limited Term (__» B Months)

£17 B Work Days : Mon — Fri 5 days aweek (B —£. &5 B#l)
£h 75 85R Work Hours  0900-1800 (8 hours aday /1 B 8 BrfE1£17%)
{A &8 Recess Period 1 hour/day (1 B 1 BFRE)

(172 h Night Shift X 7% % Overtime  [] tH3Rk Business Travel

6. B #EAE Duties

Prepares and maintains assigned reports, correspondence, and statistical and financial data pertaining to components within
the CDC. Ensures child registration and enrollment paperwork is complete and current. Maintains office files and records.
Provides required information to requesting agencies that include but are not limited to Family Advocacy, Naval Investigative
Services, Environment, and Safety and Fire personnel. Prepares necessary daily, weekly and monthly reports in compliance
with reporting policies and procedures and ensures they are submitted in a timely manner. Coordinates timecard submittals
for IHA, MLC, GS and NAF employees.

Provides front desk coverage, logs children in and out of the facility, and informs and answers questions regarding programs
and services, patron financial obligations, waiting lists, events, and policies and procedures. Takes telephone calls and
responds to inquiries, referring calls to supervisor or other personnel when appropriate.

Responsible for $150 USD change fund.

Collects fees and charges and records payments in accordance with proper procedures. Notifies supervisor of all delinquent
payments. Completes a daily activity report and ensures proper deposit of funds in accordance with established cash handling
procedures. Responsible for monitoring all supplies and resources. Notifies supervisor of items that need to be ordered.
Assists the program with communication with local Japanese vendors, contractors, and janitorial staff. Performs other related
or incidental duties as assigned.

7.EBEHR  BFEEHE Qualification/Physical Requirements

a. One year of general work experience OR completion of 2-year junior college/2-year of technical school or 4-year degree in
any field.

b. Knowledge of general office automation hardware and software applications to prepare reports, forms and a variety of
correspondences.

¢. Knowledge of customer service concepts and practices.

d. Skill in operating office automation hardware and software such as Microsoft Word, Excel and Outlook.

e. Ability to perform general clerical work.

f. Ability to operate a cash register, count cash and accurately make change in U.S. currencies.

g. Ability to speak, read and write English at average proficiency level (LD-2).

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

As a condition of employment, a criminal history background check will be conducted initially for an individual
selected for the position. A record re-verification will be conducted every five years after the initial investigation. A
selectee is required to sign a Position of Trust Agreement and must maintain a favorable record to remain in the
position.




£& 1 English Language Proficiency : [ WAL L None [ #0#& Basic DI #% Intermediate [ ] E#& Advanced [ |45FEX D EEH

Exceptional

£
% FF Educational Background : See blocks 7 & 8 | $&5F5E 15 T 5 License/Certificate Required : 7/8 #1518 See blocks 7 & 8

BHERR
8=l 9 %+ M Application and Associated Documents Working
Condition

*[X] 22 RE R B B4Rk Application for Vacancy Announcement

*[] EPIRE ISR EE Resume of Specialized Work Experience

*MEBAIL Complete * in [] BAFE T Japanese [X] #EET English [] &5 5T Either

X REBENEBREBETHH L TCLD AL, [HkICETERREK]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
(] 5Esx ez DE L Copy of Driver's License

L& TEE/SIBAZDEL Copy of Certificate

X #EEDEENZIBET 5T DNDE L Certificate of English Proficiency (Copy)

X 82 HUIF 2 L. WEEDEERS T KA ZE L IR{EAHE (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)
XBEAREEUSNDAIX, EERH— FRU/NRKR— +/ESED I E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. EFEIRH%E Office to Submit

REEEE (B MLCIHARRER) LBEEE (ERXR) TR, SEERRHEN EVFT., LREVLERIYMZE
HEEZDMOR, EF;EARBLTT SV, EEMHUIAHLE, Office to submit job application documents is
different for Current MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application
documents to the right office. Applications must be received by the closing date of the Vacancy Announcement.

GCEXE) LRER4ED “GHREGH" 1B MLC/IHAREEDHDIZE. NEIEEE GERER) N oDBHFEEE
B|AMEBYFETOTITIET S, Whenitem #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. AMIEEE (FEMLC/IHARRR) RiH% RBERAEEMAXAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T238-0001
HE||E#BAE A 1 &t 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

N #R/Extension 243-8152

KBEHAEEMEMEFIERRT 1. BAAZEFRLGRETROTORICARICHFERD ERECHFRHEE] NRE
LTHYFET. BEFRIO600HLY. FHOB00BETINDHENDEEEZHEDREMNARETT,

Job Application Drop Box is available for submission of job application documents from 0600 to 1800 daily, which is
installed to the wall immediately below the JN Vacancy Announcement Bulletin Board (1% fl.) in the office located on the left
side of the main gate to the Yokosuka Navy Base.

2. NEHEE GEHEXRA) RH%L Off Base Applicants must submit to:

T238-0011 T238-0011

HE)IEEBAETRAER 1-6 F3EEIL 4B Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
R)EIBESEHBEFHFEEREMAEEXE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—& Management #1 Section

EEEE S Phone  046-828-6959

ST - ABE—SME. 0830-1730 K (AXRDEHZKR<), ERAFHZFOIEREIIELITERAVELET I,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of
employment.

10. BFEWEHE For Official Use

SEEEBRIEY  Activity POC: FFR, N941 EE (DSN) 243- 1243

PD No.: CFAY-N912AC-007 PD is accurate and current. Certified by Activity: Ky ‘ (Revd 4/14) kw 4/14




SHEEEZHRZ L TVEWMEE EEORRICEY FH A, Incomplete applications will not be considered.
RHESNEIEEEMHEITHEIRL LEHFA Submitted applications will not be returned.

PRIVACY ACT STATEMENT {EAHREHEIZDOL\T

AUTHORITY:: Executive Order 10450, 9397; and Japan Law Concermning Protection of Personal Information (Law No. 57 of 2003).

EE RETTEERS 10450,9397 ; R BAE - EANFRORECET 5:EF (FrU1 5EXFEER+HES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FHH: NFDLd., 2, UEORELEBXREOEXBOXTEEMNE LT, EAFERELRT 54,

R ERIEIETFER. L LJFETITHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FABEM: FEMOERILELR., B CERCENEREZHESRT 54,

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

15HER: EABROFREIERETTD. ERSINERERELEN ST-BE. TOROFHREOWHIT, Eh. HAHULIIFE
LEBEABYET,

Format Rev: 5-30-14




